APPENDI X C

o R R AT e

UNI T MAI LROOM (UMR) AND POSTAL SERVI CE CENTER (PSC) | NSPECTI ON CHECKLI ST

YES NO
1. A copy of DoD 4525.6-M Volune Il, is on hand With all

changes properly posted. (Paragraph 101.1.)

2. Have all unit nmail personnel been designated properly?
(Paragraph 303.1.)

a. Copy of DD Form 285 is in the possession of each unit,
or alternate mailclerk or mail orderly, and is on file wth the
unit records. (Paragraph 305.2 and Paragraph 305. 3.)

b. DD Form 285 of former mailclerks or mail orderlies
are revoked, voided, and fil ed. (Par agraph 306.)

3. Designated mailclerks or mail orderlies have received
adequate postal training. (Paragraph 304.)

4, Mailclerks or mail orderlies have sufficient tine to
fulfill unit mail duties efficiently. (Paragraph 301.1.b.)

5. USPS numil bags are used for transporting U S. mail only,
are enptied pronptly, and returned daily to the source from
whi ch received. (Paragraph 301.2.j.)

6. A separate and secure roomwth sufficient space and
equi pment is provided to operate the UMC or PSC. ( Par agr aph
301.1.a.)

7. Unaut hori zed personnel are denied access to UVRS or
PSCS (Paragraph 309.5)

8. Duplicate keys and conbinations are retained and secured
properly. ( Par agraph 309.6.c.)

9. Required protection is given to mail in transit to-and-
from UVR or PSC. (Paragraph 309.7.)

10. Mailclerks or mail orderlies are famliar wth instruc-
tions governing delivery of mail. ( Par agraph 304.)

a. Damaged articles are rewapped properly and endorsed.
(Paragraph 402. 2.)

b. Personal mail is properly delivered on to the
addressee or authorized agent. (Paragraph 404.2.)

c. Ml addressed to “Commuander of” is delivered as -
official mail. (Paragraph 403.1.b.)
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d. Personal mail for unit mailclerks or nmil orderlies
i's handl ed properly. (Paragraph 402.7.)

11. |If personal accountable mail is handled, unit mailclerks
or mail orderlies are famliar with instructions governing
security and delivery. (Paragraph 406.1.)

a. PS Forms 3849A, and 3849B are prepared and naintai ned
properly. (Paragraph 406. 1.e.)

b. Accountable articles are stored separately from non-
accountable articles. (Paragraph 406.1.b.)

c. Accountable articles are delivered only to the
addressee or authorized agent. (Paragraph 406.1.h.)

12.  Receipts are obtained for official accountable mail.
(Par agraph 406.3., 406.4., and 406.5.)

13. The unit postal officer or PSC supervisor has devel oped
SOPS to cover mail security, enmergency destruction of mail,
and delivery of mail during field exercises. ( Par agr aph
301.2.a.)

14, Mailclerks or mail orderlies are famliar with reporting
procedures for known or suspected postal offenses. (Paragraph
301.3.g. and 301.4.e.)

15. Daily and weekly inspections are being conduct ed.
(Par agraphs 307.1. and 307.2.)

16. Mailclerk, or mail orderlies are aware of the privi-
ledged nature of mail and postal records. (Paragraph 309.8.)

17. If delivery is through mail delivery receptacles then:

a. weceptacles are being assigned to only one person.
(Paragraph 502. 3.)

b. The receptacle that has been unused the |ongest is
bei ng reissued first. (Paragraph 502.7.)

c. The rear of each assigned receptacle is |abeled
properly to identify hol der. (Paragraph 502.9.)

d. Receptacles record cards are filed properly.
(Paragraph 503. 8.)

e. Unassigned receptacles are free of mail and bl ocked
to prevent placing mail therein. (Par agraph 507.)

c-2




YES

f.  Keylock cylinders or conbinations are changed
after receptacles are cl osed. (Paragraph 505.1.)

g. Custoners are pronptly notified of receipt of
articles too large fit in receptacles. (Paragraph 506.7.)

h. DD Form 2258 is prepared properly and used to
mark receptacles for custonmers who are absent tenporarily.
(Paragraph 506.5.)

i.  Receptacles are free of an excessive accunul ation
of mail. (Paragraph 504.1.)

18. A postal directory is established and naintained properly.
(Paragraph 602.)

19. Directory mail is endorsed properly and returned pronptly *
to source fromwhich received. (Paragraph 604.)

20.  Undeliverabl e second-class mail (newspapers and magazi nes)
i's handl ed properly. (Paragraph 605.2.)

2. Mail for individuals due to arrive is held for any appro-
priate tine. (Paragraph 605.4.)

22. Mailclerks or nail orderlies are famliar with handling
procedures for casualty mail. ( Par agraph 608.)

23. Unit postal files and records are being maintained
properly under each MIlitary Service s requirenents.

24, lrregularities noted on the last inspection checkli st
have been corrected. (If not, explain why in the remarks)
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